Accountant
DEPARTMENT: Finance – Accounting & Budgeting Division
REPORTS TO: Assistant Finance Director
CLASSIFICATION STATUS: Exempt

SUMMARY:
Under general direction, the purpose of the job is to perform professional
accounting work in preparing, reviewing, and maintaining a general accounting
system for municipal government and to perform professional accounting work
in accordance to generally accepted standard accounting principles, established
procedures, departmental guidelines, and regulatory requirements applicable to
the work.
An employee in this job classification is expected to exercise independent
professional judgement, based on knowledge of accounting practices and
principles, and supervises clerical and technical personnel. Employees in this job
classification function at senior professional level to accomplish assigned
functions according to established schedules, calendars, projects, and programs
of the Department.
Work includes researching and collecting data, preparing clear and concise
financial reports, and monitoring expenditures and revenues of assigned
divisions and/or departments.

ESSENTIAL DUTIES AND RESPONSBILITIES:
The list of essential functions, as outlined herein, is intended to be representative of the major
tasks performed within this classification. It is not necessarily descriptive of any one position in
the class. The omission of an essential function does not preclude management from assigning
duties not listed herein if such duties are a logical assignment to the position. Specific tasks on a
day to day basis will reflect the overall areas of expertise for this position.







Trains clerical and technical personnel
Assists with maintaining Accounts Receivable and preparing monthly reporting
Reconciles certain revenue and/or expenditure accounts and maintains for
appropriateness and accuracy
Researches accounting and reporting issues and develops recommendations,
inclusive of issues related to application of generally accepted accounting
principles and account analysis
Maintains accounts in compliance with federal, state, and municipal laws, rules,
and regulations
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Reviews transactions for proper fund and account allocation; performs analysis
of accounts, and calculates percentages of change of revenues and expenditures
for use in financial reporting; extracts, classifies, and summarizes information
from computer reports.
Assists in the preparation of year‐end account analysis and prepares adjusting,
closing, and reversing journal entries
Prepares statements and statistical reports and maintains up‐to‐date and
accurate files
Completes special financial projects, as assigned
Reviews and reconciles timecards and adjustments provided by multiple
departments for processing bi‐weekly payrolls
Verifies payroll deductions, benefits, taxes, etc.
Researches and resolves payroll discrepancies, either independently or with the
assistance of departments
Prepares payroll reconciliations, requisitions, and journal entries
Reconciles and prepares for payment all benefit payments
Tracks and files yearly Abandoned Property report to the State
Prepares yearly vacation accrual report for the City Manager
Assists with the preparation of a variety of monthly, quarterly, and yearly reports
Performs other related work, as required

MINIMUM QUALIFICATIONS:
Education and Experience





Bachelor’s degree from an accredited college or university in Accounting or
Finance is required (A Bachelor’s Degree in an area other than Accounting or
Finance will be considered, if it is supplemented with 2 years of governmental
finance and governmental accounting experience.
Two years professional experience in Accounting is preferred
Experience in governmental accounting is a plus

Knowledge, Skills, and Abilities


Knowledge of:
o governmental accounting and auditing principles, procedures, and
practices
o laws, rules, and regulations pertaining to budgetary accounting for
governmental agencies
o applying accounting principles to the preparation and maintenance of
accounting records
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Ability to effectively operate and utilize modern office technologies, such as
computers, standard software applications, and associated peripheral
equipment
Ability to make decisions within established accounting policies and procedures
Ability to prepare and explain financial statements, accounting reports, and
records
Ability to establish and maintain effective professional relationships with other
employees, vendors, and the public
Skill in researching, compiling, and summarizing data and information.

SPECIAL REQUIREMENTS:
Must have a valid Florida’s driver’s license

PHYSICAL DEMANDS:
Physical Ability
While performing duties of this job, the employee must be physically able to operate a
variety of automated office machines, which include a computer, calculator, printer,
copier, scanner, postage meter, etc. Employee is regularly required to sit, stand, and
use hands to feel and handle; reach with hands and arms; talk and hear. The employee
is occasionally required to walk, stoop, kneel, or crouch. The employee must
occasionally lift and/or move items, not exceeding 25 pounds. Specific vision abilities
required by this job include close vision, peripheral vision, and ability to adjust focus.
Sensory Requirements
Ability to understand what others are saying in normal conversation and on the
telephone; Ability to communicate clearly and concisely, both orally and in writing, with
others and speak effectively on the telephone; Ability to see and read computer
monitors and read normal and fine print

WORK ENVIRONMENT:
The employee must be able to deal with extensive public contact, requiring numerous
interruptions in workflow. The employee must be able to multi‐task successfully and
handle routine deadlines and occupational problems, which demand immediate
attention.
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The City of New Port Richey is an Equal Opportunity Employer. In compliance with Equal Employment
Opportunity guidelines and the Americans with Disabilities Act, the City of New Port Richey provides
reasonable accommodation to qualified individuals with disabilities and encourages both prospective and
current employees to discuss potential accommodations with the employer.
Please visit the City’s website at www.cityofnewportrichey.org or contact Human Resources at (727) 853 –
1025.
You may also email the City’s Human Resources Manager, Bernie Wharran, at
wharranb@cityofnewportrichey.org
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